Industry User Guide for the ADMINISTRATIVE REQUESTS ASSOCIATED WITH
Financial Assessment Subsystem - AFS SUBMISSION PROCESS
Multifamily Housing (FASSUB) Release 6.0.0.0

Chapter 9: Administrative Requests Associated with AFS
Submission Process

The Financial Assessment Subsystem - Multifamily Housing (FASSUB) provides three types of
administrative request options: 30-Day Extension Request, Resubmission Request, and Waiver
Request for audited and owner certified annual financial statements that are submitted
electronically. These administrative request options are available to owner-authorized users
(e.g., employees, project owners, CPAs, management agents, and other service providers).
The system captures the receipt date, the reason for the request, and project data to assist the
REAC Analyst.

An administrative request can be submitted for single, consolidated or combined submissions.
Administrative Request Procedures:

» Authorized user (owner’s representative) accesses FASSUB.

» User selects appropriate administrative request link (e.g., waiver, extension,
resubmission) from the Select An Option screen.

* User selects and verifies criteria, enters information and submits request.

* REAC analyst reviews and enters a decision into the system.

* User accesses FASSUB, and views the results of the decision via the Administrative
Request Status Box.

30-Day Extension Request

An extension of the annual financial statement due date requirement may be requested when
there are extenuating circumstances that prevent a timely submission of the required data.
However, a request must be accompanied by documentation supporting the extension request.
Submitting a request does not automatically grant an extension of the due date, as the request
must be approved by REAC before the extension is considered valid.

* Extension requests must be submitted electronically in FASSUB.

* No limit to the number of extension requests that can be submitted.

» Duplicate extension requests are not accepted. An extension request is considered
duplicated if a previous extension request for the same reporting period is waiting for a
response by REAC.

» Extension requests for audited statements must include the CPA engagement date, the
name and phone number of the audit firm, and the email address of a contact person for
the audit firm.

* Reason for the extension must be included for all requests.

» Once an extension request is approved, the due date for the annual financial statement
is updated to reflect the extended due date.

* Extension requests are approved for 30 day periods.
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Extension for an Owner Certified Single Submission

Requesting a 30-Day Extension of an annual financial statement for an Owner Certified Single
submission:

1. Access the Select An Option screen.

Annual Financial Statem eht

Electronic Submission

U.B, Department of Howsing and Urban Developrment
Real Estate Assessment Cenber (REAC)

Select An Dptlon

= Crosie Mews AFS Data Submissian

= Subimission Satus Box

# FAeijliesl 30Dy Exietsion

* HAequest Resubimission

= Hedpaast Wanmi

& Rdininistrathe Beguest Statis Do

= iew Prior Year AFS Data Submmission

2. Click on the Request 30-Day Extension link. The Enter the Fiscal Year End (FYE) Date
for Owning Entity screen displays.

Annual Financial Statement

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date example; 12/31/2000

Continue

3. Enter the appropriate date in the Owning Entity Fiscal Year End field.
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4. Click onthe G button. The Select an Owning Entity screen displays.

Annual Financial Statement

Electronic Submission
R@

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Iease select an awner ﬂ

Continue

5. Click on the drop-down arrow and select the appropriate owning entity. If a list of owning
entities appears in the drop-down list, a user is authorized to submit for multiple owning
entities.

|F"Iease selact an owner j
‘Please 1 0 r

8558855581 - HARDEM & WEAWER, A PARTHMERSHIF (Type 1)
8858855852 - DAVID BARKER TOWNHOUSES COOP. INC. (Type 2)
080880805 - The Yillage Mon-Profit Housing Corp. (Type 8)
ooo880887 - Lazy Acres Mursing Homes Corp. (Type 7)

580880808 - Blue Ridge Mountain Coop, Inc. (Type 8)

6. Click on the G button. The Select a Property screen displays.

Select a Property

|F'Iease selaect a property ﬂ

Threshold for Annual Expenditures

|F'Iease select a threshold ﬂ

Continue
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7. Select a property associated with the owning entity from the drop-down menu. If thisis a
Combined Submission, the properties will be listed automatically, providing the Real Estate
Management Systems (REMS) database contains the critical data elements.

8. Select a threshold, if the Threshold for Annual Expenditures drop-down list displays. The
Threshold for Annual Expenditures drop-down list is only available for entities that are Non-
Profit. It must be reselected each time, regardless of whether the user is creating a new
AFS data record, or modifying an existing record.

NOTE: If your FYE is 12/31/2003 or |Please select a threshold ~|
prior, then the drop-down list will display:

Flease select a threshald
|Greater than or equal to $300K. annuall:

If your FYE is 01/01/2004 or later, then
the drop-down list will display:

Less than $500k. annually
Greater than or equal to $500kK. annually

9. Click on the L_EBIUAUE {1 tton. A JavaScript message displays.

@ WARMIMG!

“ou are about ko create the template for a zingle statement. when multiple HUD projects share a single Tax
|dentification Murmber, owners have the option of submitting a single audited statement for each project, or a
conzolidated audited statement covering all projects az well az an entity-level financial statement covering all financial
activities conducted under the T ax |dentifization Mumber.

Once a single statement iz created, you cannot go back and change it to a conzolidated project statement.

If you zelect the wrong type now, vou will not be able to change it later. Are you sure you want to create a single

ztatement’?
Cancel |

10. Click the button.
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The Verify AFS Extension Request Criteria screen displays.

Annual Financial Statem ent

Electronic Submission
R@

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Verify AFS Extension Request Criteria

Organization The Yillage Man-Profit Housing Corp. (Type 9)
Tax ID Bo00ae58as

Mortgagor Type Mon-Profit

Legal Structure Corporation

Type of Submission Crwrner Cerified b
Federal Award Threshold Greater than or equal to $300K annually

Property Name |FHA/Contract Number [M2W Distribution Allowed Date From | Date To
THE “ILLAGE (1) 0507551 LTD 01/01/2003 | 1243152003

Do not continue if information is incarrect or missing from these fields.
Contact the appropriate HUD field office representative to report any discrepancies.

Return to Main Menu

Submission Criteria Verification Yes Mo

Have you verfied that your Type of Submission (e, Owner Certified, A-133
or 1 2000.04) listed or selected above is the type of submissionyou intend | &
to submit?

@
e
.

Have you verified that the Tax 1D listed above is your correct Tax [D? @ O
Have ywou verified that all of the HUD related properties listed above are ® o
correct? i
Have you verified that the Federal Award Threshold is correct {if ® o
applicatble)? e | C
Hawe you verified that the Mortgagor Type listed above is correct? ® O
Hawe you verified that the Legal Structure listed above s correct? ® O
Have you verified that the M2 Indicator listed for all the HUD related ® o
properties above is correct (if applicable)? i
Have you verified that the Distribution Allowed Indicator listed for all the ® o

HUD related properties above is correct (if applicable)’?

October 15, 2004 9-5



Industry User Guide for the ADMINISTRATIVE REQUESTS ASSOCIATED WITH
Financial Assessment Subsystem - AFS SUBMISSION PROCESS
Multifamily Housing (FASSUB) Release 6.0.0.0

11. Select either Owner Certified or Audited, in the Submission Type drop-down list display field.

|F'Ieaae select a statement type j

Audited Submission 1AW OMEB Circular A-133

NOTE: Itis important to note that the Type of Submission field does not always offer a
drop-down menu. Additionally, verify the accuracy and completeness of the
data displayed on this screen. The screens and accounts made available for
data entry are based on this information.

12. Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Extension Request Criteria screen is incorrect. If the user answers
No to any of the seven questions in the Submission Criteria Verification section,
an error message displays. Until the user verifies the information and changes
the verification to Yes, they cannot continue the extension request
process.

Annual Financial E‘:tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create a submission record. Please contact
your HUD Project Manager to get the necessary information corrected. If the
information is correct, please make sure you select "Yes' for all items on the
checklist.

Back |

13. Click on the [_%8MINUe {1, ;t1on. The AFS Extension Request screen displays. (next page)
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Annual Financial .."-‘_-tatem ent i i
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Extension Request

Crganization The Yillage Mon-Profit Housing Corp, (Type 2)

Tax ID 285533555

Type of Submission Chynar Certified
Property Name FHA/Contract Number Date From Date To
THE WILLAGE (17 050TCAS1 01/01/2003 12/31/2003

Reason for the Request:

It iz mandatory that data bhe entered into fields
with a red * next to them.

Contact Information

. * . *
First Name |F1r5t Last Name |LﬂSt
%
Phone Number || Extension
=.g. 333 2345678
submit Reguest Cancel |

“Indicates required information

14. Enter an explanation in the Reason for the Request text box. An explanation must be
entered in this field prior to submitting the request.

NOTE: Be certain that the Contact Information is entered into the fields with a red
asterisk. An error message displays if data is missing from the 30-Day
Extension Request.
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15. Select the |___=HBMIt REqUEst | 10 to submit the request.

An Extension Request receipt displays if the data was entered completely and correctly.

Annual Financial Statem ent

Electronic Submission
“@

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Your Extension Request for

Project Name FHA/Contract Number Date From Date To
THE YILLAGE (1) 0s0TCa51 01/01/2003 12/31/2003

has been successfully submitted!
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Extension for a Combined Submission

Requesting a 30-Day Extension of an annual financial statement for a Combined Owner

Certified submission:

1. Access the Select An Option screen. Click on the Request 30-Day Extension link. The

Enter the Fiscal Year End (FYE) Date for Owning Entity screen displays.

Annual Financial E_tatem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date example; T2/3172000

Continue

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.

3. Click on the Sl button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission

Real Estate Assessment Center (REAC)

U.S. Department of Housing and Urban Development %

Select an Owning Entity

|F'Ieaae select an owner ﬂ

Continue
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4. Click on the drop-down arrow and select the appropriate owning entity. If a list of owning
entities appears in the drop-down list, a user is authorized to submit for multiple owning
entities.

|F"Iease select an owner j

8558855581 - HARDEM & WEAWER, A PARTHMERSHIF (Type 1)
8858855852 - DAVID BARKER TOWNHOUSES COOP. INC. (Type 2)
080880805 - The Yillage Mon-Profit Housing Corp. (Type 8)
ooo880887 - Lazy Acres Mursing Homes Corp. (Type 7)

580880808 - Blue Ridge Mountain Coop, Inc. (Type 8)

5. Click on the Sl button. The Select a Property screen displays.

Select a Property

Zombmed
L20TC221 - DAVID BARF.ER. TOWITHOTUSES COOPEEATIVE (1)
0T - DAVID BARKER TOWRHOUSES COOFPEEATIVE ()
DEOTC2EE - DAVID EAEEEE TOWHHOTUSES COOPERATIVE (3
L20TC224 - DAVID BARF.ER. TOWITHOTSES COOPEREATIVE ()
Q20TC225 - DAVID BARKER TOWERHOUSES COOPEEATIVE (59

Cardinui

Properties associated with Combined submissions will be listed in the top portion of the
Select A Property screen. This indicates that the owning entity is a Cooperative
Corporation and financial statement data for multiple properties is combined and submitted
in a single AFS data submission.

6. Select a threshold, if the Threshold for Annual Expenditures drop-down list displays.

NOTE: If your FYE is 12/31/2003 or prior, |Please select a threshold =

then the drop-down list will display: Flease select a threshold
(sreater than or equal to F300K annuall:

If your FYE is 01/01/2004 or later, then
the drop-down list will display:

Less than $500k annually
Sreater than or equal to $800K annually

The Threshold for Annual Expenditures drop-down list is only available for entities that are
Non-Profit. It must be reselected each time, regardless of whether the user is creating a
new AFS data record, or modifying an existing record.
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7. Click on the G button. The Verify AFS Extension Request Criteria screen

displays. (next page)

This 30-Day Request submission lists all of the properties associated with the Combined
submission under the Property heading of the Verify AFS Extension Request Criteria.

Annual Financial Statem et

Electronic Submission -@r
U8, Departmant of Housing and Urban Development lw

Real Estate Assessment Center [REALC)

Werify AFS Exiension Request Crileria

Cpganicatisn D&MD BARKER TOWNHOLIEES DOOF_INC. (Type 2)
Tax ID BE33500ED
Wongager Type CHhar
Lagal Sirienais Coaperaire Corporation
Type of Submissisn Sydited SubmiEaion AW IG Handbook 200004
Fedaral Swaad Threshold [,
Foapeaty Haime FHA Comtiact Hupphes BEE Dae Fiom  Date Ta
Combined Slalement D01 200E | 1203120035
DAyl BARKER TOWNHOUSES S
COOPERATIVE (1) LU R werrs ] DANANE | 12315
DD BARSER TOWNRHOUSES -
CODPERATIVE (2 [HF, § Ry, DT | 120315200
DAl BARKER TOWNRHOUSES -
COOPERATIVE (3) momzzaa MA0AA0E | 1203152003
DAl BARRER TOWNHIUSES -
CODPERATIVE i4) momz224 M000E | 120312003
DAyl BARCER TOWNHOUSES -
CODPERATIVE [5) MAmC235 D101200E | 12312003

Do nid comires if infomnabaon IS inComect or misseg fom thess Aekds
Cordact tha appropnaie HUD field ofice mpreseniains fo mpod any diSCrEpancins
Feturm to Main Mamu

Submission Criteria Verification feg Mo

Heres ywoul verifisd that your Type of Submission (i 2, Cwner Cemified, A-133
or I3 2000 104] listed or selacted above is the type of subrmis=ion you ingend

to submit?

Heres wou warifisd that the Tax D listed above is your comect Tax IDF |
—|':‘I'-'?'3,':J varifisd that all of the HUD related propertiss listed above are ~ |
carrecl?

Hares ol werifi=d that the Federal &ward Threshald is correct (if =
applicablke)?

Herwe ywou warifis=d that the Mofgagor Type bsted abovs is commsct? "

ESl

Hews o vaerined thal the Lega Sanucture listed above is comect?

Heres ywoul werifisd that the M2 Indicator listed for all the HUD related
mroperies above is comect [if applicatie]?

Conhnue
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8. Select either Owner Certified or Audited if applicable, from the Submission Type down-down
menu.

|F'Ieaae select a statement type j

£ a statement type
Crerier Certified
Audited Submission 1AW OMEB Circular A-133

9. Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Extension Request Criteria screen is incorrect. If the user answers
No to any of the seven questions in the Submission Criteria Verification section,
an error message displays.

Annual Financial E_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create an administrative request record.
Please contact your HUD Project Manager to get the necessary information
corrected. If the information is correct, please make sure you select "Yes' for
all items on the checklist.

Back

Until the user verifies the information and changes the verification to Yes, they cannot
continue with the extension request process.
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10. Click on the [_S2MAU8 | 1) tton. The AFS Extension Request screen displays. (next
page)

Annual Financial Statem ant
Electronic Submission

U.5. Department of Housing and Urban Development ‘W

FReal Estate Assessment Center (REAC)

AFS Extension Reques

Oigjaiization 0AD BARKER TOWWHHDUISES CODP. MC. [Type 2)
Tax ¥ dagEEsag2
Type of Submission Aipdted Submegion LAY K3 Handoook A000.04
Fropety Hame FHAContact Mumber Date From  Date T
Combined Statemen LI 0102003 12512003
W REER TOM ES . .
A = 20TC2Z2 OUD12003 120312003
DD BAREER TOMKHOLUSES — —
CODPERATIVE (2] 00TC222 01012003 12512003
DD BAREER TIAWNHLOUSES oy - -
CODPERATIVE (3) 0T 0012003 12812000
LD BARKER TOMMNHOUSES -
COOPERATIVE (4] 0TCE2d 01012003 12312003
DaMID BARKER TOMTNHOLZES e / 2
CODPERATIVE (5] O0TC22E 01012003 126312000

Rasson lof the Hegquest:

L remsaon for che peguest is & mandacory field.

' e * -
First Maane Firac L st Mame |—“—"“'-
Phone Number 123-456- T8I0 Extension |

. 170 J3L5ERD

Puiditor Firm Indermation

Auditor Firm Mame |t B Last cpa LPAERgagement Dats 12431/ 2000
LR L s
Auditor Phionse 129-486-T891 Auditor Email Address: |'.'I-'.'|E email.com

&g AR FA4EETR

Submit Request Cancal |

Indicates 1 equred micrmation

October 15, 2004 9-13



Industry User Guide for the ADMINISTRATIVE REQUESTS ASSOCIATED WITH
Financial Assessment Subsystem - AFS SUBMISSION PROCESS
Multifamily Housing (FASSUB) Release 6.0.0.0

11. Enter an explanation in the Reason for the Request text box. An explanation must be
entered in this field prior to submitting the request.

NOTE: Be certain that the Contact Information is entered into the fields with red asterisk.
An error message displays if data is missing from the 30-Day Extension Request.

It is important to verify the accuracy and completeness of the data displayed on this
screen. The screens and accounts made available for data entry are based on this
information.

12. Select the |___=HBMItREqUESt | 1) 10 to submit the request.

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Your Extension Request for

Project Name FHA/Contract Number |Date From | Date To

Combined Statement
DAVID BARKER TOWYNHOUSES COOPERATIVE
(1

DAVID BARKER TOWNHOUSES COOPERATIVE 01/01/2003 \12/31/2003

020TC2N 01/01,/2003 1243172003
o20TCEz 01/01,/2003 1243172003
DAYID BARKER TOWNHOUSES COOPERATIVE 0o0TCI73 04,01/2003 |12/31,2003
020TC224 01/01,/2003 1243172003
DAYID BARKER TOWNHOUSES COOPERATIVE 0o0TCo05 01,01/2003 |12/31,2003

(4]
DAVID BARKER TOWNHOUSES COOPERATIVE
(3]

has been successfully submitted!

FASSUE Main Menu

<REAL Financial Assessment for FHAME Housing=

Comments or Questions_<RBEAC Technical Assistance Centors

An error message displays if data is missing from the 30-Day Extension Request.
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Extension Request for Owner Certified Consolidated Submissions

To request a 30-Day Extension of a Consolidated annual financial statement for an Owner
Certified Consolidated submission:

1. Access the Select An Option screen. Click on the Request 30-Day Extension link. The
Enter the Fiscal Year End (FYE) Date for Owning Entity screen displays.

Annual Financial Statement

Electronic Submission W
U.S5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date exarmpls: 12/31/2000

Continue

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.

Continue

3. Click on the button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission
"@

U.5. Department of Housing and Urkan Development
Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Ieaae select an owner j

Continue

4. Click on the drop-down arrow and select the appropriate owning entity. If a list of owning
entities appears in the drop-down list, a user is authorized to submit for multiple owning
entities.
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5.

Continue

Click on the

button. The Select a Property screen displays.

Annual Financial Statem ent

Electronic Submission

W.5. Department of Heusing and Urban Developmert
Real Estate Assesament Center (REAC)

Select a Froperty

||-' #REE Gelec] & propedy =|
Thresheld for Anvual Expendinares
|F‘I|.'u'.'-= gelec] a threshold ¥

Continue

6. Click on the drop-down arrow and select either Consolidated or an individual property

associated with the Consolidated submission for the applicable annual financial statement.
The word “Consolidated” indicates that multiple projects were developed under a single
owning entity (e.g., two or more projects sharing the same tax identification number).

Select a threshold, if the Threshold for Annual Expenditures drop-down list displays.

NOTE: If your FYE is 12/31/2003 or prior, ||:u|EEISE selact 3 threshald ﬂ
then the drop-down list will display:

Flease select a threshald
|Greater than or egual to 33001 annuall:

If your FYE is 01/01/2004 or later, then the
drop-down list will display:

[Less than $500K annually
Greater than or equal to $500K annually

The Threshold for Annual Expenditures drop-down list is only available for entities that are
Non-Profit. It must be reselected each time, regardless of whether the user is creating a
new AFS data record, or modifying an existing record.
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8. Click on the Snln button. The following JavaScript message displays.

@ WARNIMG!

You are about to create the template for a conzolidated statement. \When mulbiple HUD projects share a single Tax
|dentifization Mumber, owners have the option of zubmitting a zingle audited statement for each project, or a
consolidated audited statement covenng all projects and the overall ownership entity. The templates for a consolidated
zubmizzion require the entry of financial statement data on each HUD project, az well az an entity-level financial
ztatement covering all financial activiies conducted under the owner's T ax |dentification Murmber.

Once a congolidated statement is created, you cannot go back and change it to a single project statement.

If you zelect the wrong type now, pou will not be able to change it later. Are you zure you want to create a conzolidated

statement?
Cancel |

9. Select the Ibutton. The Verify AFS Extension Request Criteria displays
(next page).

Annuidl FindesSil ST el

Electronic Submission -@-
115, Dspartmsnt of Housing and Urtan Develapmant w

Real Estate &esesoment Camer (REAC) '-

Wanfy AF S Extermsion Reguest Crilesia

iganicadon Lury Scwmn Mamrg Homes Cap (lype £
Tas ID ERERESORT

Marigagen [ype

L eqal Samching spaad
Iwpe ol "o l=m el e Hipaas psleci o rimiamerd Bpae -
Fadsial Award [heshedd awiar [l arEsquel o 3300 L
FHE Comitac I knibar e
Fiapaity Hama g AT an d Diata Fraim Data To
L] 138K
W
HE . i 1 ¥
T —— ]t Py s ek Tl
s |hee sppropasis HUL d s represetienw o mpord @y 4 i
Return bo Mam Kenu

Suibmision Criterla Verilfication Woe He
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NOTE: Itis important to verify the accuracy and completeness of the data displayed on this
screen. The screens and accounts made available for data entry are based on this
information.

10. Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Extension Request Criteria screen is incorrect. If the user answers

No to any of the seven questions in the Submission Criteria Verification section,
an error message displays.

Annual Financial E_tatement . .
Electronic Submission

U.S5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create an administrative requestrecord.
Please contact your HUD Project Manager to get the necessary information
corrected. If the information is correct, please make sure you select "Yes’ for
all items on the checklist.

Back

Until the user verifies the information and changes the verification to Yes, they cannot
continue with the extension request process.
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11. Click on the [_S2MLE {1, ;tton to submit the request. The AFS Extension Request screen
displays. (next page)

Annual Financial E_tatem ent ) )
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Extension Request

Organization Lazy Acres Mursing Homes Corp. (Type 7)
Tax 1D (afatatututainiald
Type of Submission Chwynar Certified
Property Name FHA/Contract Number Date From Date To
Consolidated Statement AR, 010122003 1243172003
ACRES HOMES (2) O7FaTCy 72 01./01,/2003 12/31/2003

Reason for the Request:

Enter the reason for the request in this field.

A red ¥ means that data wust be entered into those
fields.

. * . *
First Name |F irat Last Name |LﬂSt

Phone Number 123-456-7590 E F
Ktension
e.g. 333 2345678 |

submit Hequest Cancel |

12. Enter an explanation in the Reason for the Request text box. An explanation must be
entered in this field prior to submitting the request. Be certain that the Contact Information
is entered into the fields that have a red asterisk next to them.
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13. Click on the| SubmitRequest | 1ytton to submit the request to REAC.

The Your Extension Request receipt displays if all data was entered completely and
correctly. (next page)

Annual Financial Statement

Electronic Submission
“@

U.5. Department of Housing and Urkan Development
Real Estate Assessment Center (REAC)

Your Extension Request for

Project Name FHA/Contract Number Date From Date To
Consolidated Staterment 01/01/2003 1243172003
ACRES HOMES (2 O7F0TCT 72 01012003 12/31,/2003

has been successfully submitted!

FASSLUE Main Menu

ZREAL Financial &ssessment for FHAME Housings

Commrments or Queshions <REAT Technical Assistance Centers
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Resubmission Request

A request to resubmit an annual financial statement may be submitted to correct information
associated with a previously accepted annual financial statement data submission. The
resubmission request should include a description of the circumstances creating the need for a
revised annual financial statement data submission. A request does not automatically grant
permission to resubmit; the request must be approved by REAC before a resubmission can be
initiated.

Resubmissions should only be requested in instances where the original submission contained
material misstatements or omissions of financial data. In the case of audited annual financial
statement submissions, resubmissions should only be requested in cases where the auditor
was forced to re-issue the hard copy audit report due to material misstatement, omissions or
subsequent events. Submissions containing minor, immaterial errors; should be reported to
REAC in letter form, and a resubmission request is not submitted.

* Resubmission requests must be submitted electronically in FASSUB.

» Prior to a resubmission request being submitted, a multifamily project’'s annual financial
statement for a given fiscal year must have been received by REAC.

» Resubmission requests are only accepted for the latest annual financial statement in
FASS for a given reporting year.

* Duplicate resubmission requests are not accepted. A resubmission request is
considered a duplicate if a previous resubmission request for the same fiscal year is
waiting for a decision by REAC, or if a resubmission request for the same fiscal year has
already been approved and the resubmission has not yet been made.

* Reason for the resubmission request must be included.

If a request for resubmission is approved, the annual financial statement submission must be re-
entered in its entirety in FASSUB. FASSUB does not allow users to edit prior submissions.
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Requesting a Resubmission of an annual financial statement
submission for a single property:

1. Access the Select An Option screen.

2. Click on the Request Resubmission link. The Enter Fiscal Year End (FYE) Date for
Owning Entity displays.

Annual Financial Statement

Electronic Submission
R@

U.5. Department ¢f Housing and Urban Development
Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date exarmpls: 12/31/2000

Continue

3. Click on the button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission W
e > |

U.S. Department of Housing and Urbah Development
Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Ieaae select an owner j

Continue
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4. Select the Owning Entity and click on the button. The Submitted Annual
Financial Statement screen displays.

Annual Financial Statem ent

Electronic Submission

U.5. Department ¢f Housing and Urban Development
Real Estate Assessment Center (REAC)

Submitted Annual Financial Statement
Owner: THE VILLAGE NON PROFIT HOUSING CORP
FYE: 12/31/2002
Project FHA/Contract Submission Type
THE VILLAGE 888888885 AUD-A133

5. Click on the Project name (e.g., The Village). The AFS Resubmission Request screen
displays.

AFS Resubmission Request

Organization THE wILLAGE MON PROFIT HOUSING CORP
Tax ID 888885555
Type of Submission Audited Submission 1AW OMB Circular A-133
Property Name FHA/Contract Numher Date From Date To
THE WILLAGE 0507551 01/01,/2002 12/31/2002

Reason for the Request:

Enter dats in all fields that hawve a red ¥ next
to them.

Contact Information

. * . #*
First Name |F irst Last Name |T--ﬂSt

Phone Number 123-455-7890 E i
- - xtension
e.g. 332 2345678 |

Submit Reguest Cancel |
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6. Enter an explanation in the Reason for the Request text box. An explanation must be
entered in this field prior to submitting the request. An error message displays if the
resubmission request has missing data. Be certain that the Contact Information is entered
into the fields with red asterisks next to them.

Submit Reguest

7. Click on the Ibutton. The Your Resubmission Request receipt

screen displays.

Annual Financial Statem ent

Electronic Submission
R@

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Your Resubmission Request for

Project Name FHA/Contract Number Date From Date To
THE “ILLAGE 050TCE51 01012002 123142002

has been successfully submitted!
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Requesting a Resubmission of an annual financial statement for a
Combined Submission:

1. Access the Select An Option screen. Click on the Request Resubmission link. The
Enter Fiscal Year End (FYE) Date for Owning Entity displays.

Annual Financial Statement

Electronic Submission w
e > |

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date example; T2/3172000

Continue

2. Click on the button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission W
U.S. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Iease select an owner j

Continue
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3. Select the Owning Entity and click on the button. The Submitted Annual
Financial Statement screen displays. (hext page)

Annual Financial Statem ent

Electronic Submission

U.S5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Submitted Annual Financial Statement
Owner: DAVID BARKER TOWNHOQUSES COOPERATIVE

FYE: 12/31/2002

Project FHA/Contract | Submission Type
Combined Statement AUD-2000.04
DAVID BARKER TOWNHOUSES COOPERATIVE 020TC221 AUD-2000.04
DAVID BARKER TOWNHOUSES COOPERATIVE 020TC222 AUD-2000.04
DAVID BARKER TOWNHOUSES COOPERATIVE 020TC223 AUD-2000.04
DAVID BARKER TOWNHOUSES COOPERATIVE 020TC224 AUD-2000.04
DAVID BARKER TOWNHOUSES COOPERATIVE 020TC225 AUD-2000.04

October 15, 2004 9-26



Industry User Guide for the ADMINISTRATIVE REQUESTS ASSOCIATED WITH

Financial Assessment Subsystem - AFS SUBMISSION PROCESS
Multifamily Housing (FASSUB) Release 6.0.0.0

4. Click on the Combined Statement link. The AFS Resubmission Request screen displays.

Annual Financial E_-tatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS5 Resubmission Request

Organization D&ID BARKER TOWNHOUSES COOPERATIVE
Tax ID (ATt
Type of Submission Audited Submission [AVW |G Handbook 2000.04
Property Name FHA/Contract Number |Date From | Date To
Combined Statement 0101220071 | 124312001
DAYID BARKER TOWN HOUSES 020TC221 01/01,/2002 | 12/31,2002
DAYID BARKER TOWWNHOUSES
COOPERATIVE Q20TC222 0101,/2002 | 12/31,2002
DAYID BARKER TOWNHOUSES
COOPERATIVE 020TC223 01/01/2002 | 12/31,2002
D&ID BARKER TOWRHOUSES
COOPERATIVE 020TC224 01/01,/2002 | 12/31,2002
DAYID BARKER TOWNHOUSES
COOPERATIVE 020TC225 01/01,/2002 | 124312002

Reason for the Request:

Enter data in all fields that hawve a red * next
to them.

Contact Information

. * . #
First Name |F irst Last Name |L=51St
Phone Number’ 123-455-75890 E F
xtension
e.g. 333 2345678 |

Submit Request Cancel |
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5. Enter an explanation in the Reason for the Request text box. An explanation must be
entered in this field prior to submitting the request. An error message displays if the

resubmission request has missing data.

NOTE: Be certain that data is entered into the Contact Information fields that have a red

asterisk next to them.

Submit Regquest

6. Click on the
displays.

Ibutton. The Your Resubmission receipt screen

Annual Financial Statem ent

Electronic Submission

Real Estate Assessment Center (REAC)

U.S. Department of Housing and Urban Development

=

Project Name

Combined Statement
0AYID BARKER TOWNHOUSES COOFPERATIVE
0aYID BARKER TOWMYNHOUSES COOPERATIVE
0aYID BARKER TOWMYNHOUSES COOPERATIVE
0aYID BARKER TOWMYNHOUSES COOPERATIVE
0aYID BARKER TOWMYNHOUSES COOPERATIVE

Your Resubmission Request for

FHA/Contract Number Date From

Of0TC22
0707222
0707223
0707224
070224

FASSLUIB Main Menu

01/01/2002
01/01/2002
01/01/2002
01/01/2002
01/01/2002
01/01/2002

has been successfully submitted!

ZREALC Financial Assessment for FHAME Housing=

Cormrments or Questions <REAC Technical Asslstance Centers

Date To

1243172002
1243172002
1243172002
1243172002
1243172002
1243172002

NOTE: An error message displays if the resubmission request has missing data.
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Requesting a Resubmission of a Consolidated annual financial
statement submission:

1. Go to the Select An Option screen. Click on the Request Resubmission link. The Enter

Fiscal Year End (FYE) Date for Owning Entity displays.

Annual Financial E‘_-tatem ent ) )
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date exarmpls: 12/31/2000

Continue

2. Click on the button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission

Real Estate Assessment Center (REAC)

U.S. Department of Housing and Urban Development %

Select an Owning Entity

|F'Iease select an owner ﬂ

Continue

October 15, 2004
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3. Select an Owning Entity and click on the button. The Submitted Annual
Financial Statement displays.

Annual Finaneial E_tatem ant

Electronic Submission
“@

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Submitted Annual Financial Statement
Owner: HARDEN & WEAVER, A PARTHERSHIP
FYE: 12/31/2002

Project FHA/Contract Submission Type
Consclidated Statement AUD-2000.04
HARDEN APARTMENTS 010TC111 AUD-2000.04
WEAVER APARTMENTS 010TC112 AUD-2000.04

FASSLUE Main MMenu

zREAL Financial Assessment for FHAME Housing=

Corments or Questions <REAC Technical Assistance Centars
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4. Click on the Consolidated Statement link. The AFS Resubmission Request screen
displays.

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

=

Crganization
Tax ID

Type of Submission

Property Name FHA/Contract Number Date From Date To
Consolidated Statement 01.01,/2002 124312002
HARDEM APARTMENTS oMo0TC111 01/01/2002 1243172002
WEAWER ARPARTMENTS moTC112 01012002 1243142002

AFS Resubmission Request
HARDEM & WEAVER, A PARTHERSHIF
(Rtatatatatatatal
Audited Submission 1AYY |G Handbook 2000.04

Reason for the Request:

Enter data in all fields that have a red * next
to them.

Contact Information

|First

|Last

—

a * #®
First Name Last Name

Phone Number’

Extension
2.9 332 2345674

|123-456-7590

submit Reguest Cancel |

“Indicates required infortnation
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Enter an explanation in the Reason for the Request text box. An explanation must be entered in
this field prior to submitting the request. Be certain that information is entered in the Contact
Information fields that have a red asterisk next to them. An error message displays if data is
missing from the Resubmission Request form.

5. Select the

=ubmit Hegquest

Receipt screen displays.

button to submit the request. The Resubmission Request

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Your Resubmission Request for

Project Name

Consolidated Staterment
HARDEM APARTWMEMNTS
WEAVER APARTWMEMNTS

has been successfully submitted!

ZREALC Financial Assessmment for FHAME Housing:=

FHA/Contract Number Date From Date To
01012002 12312002
0107111 01012002 12312002
010TC112 01012002 12312002

FASSLUIB Main Menu

Corarments or Questions < REAT Technical Assistance Centers
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Waiver Request

A waiver may be requested in order to relieve or defer annual financial submission requirements
or audit requirements. A waiver request should include a description of the circumstances
believed to warrant a waiver of the requirement. Submitting a request does not automatically
grant the waiver; the request must be approved by REAC before the waiver is considered valid.

* Requests for waivers can be submitted electronically in FASSUB.

* Once a waiver request is approved, the system updates the project owner’'s AFS
submission requirements.

» Duplicate waiver requests will not be accepted. A waiver request will be considered a
duplicate, if a previous request is waiting for a decision by REAC.

* Waiver requests are only valid for one year.

» If a waiver request is disapproved, then the project owner or their agent must submit the
appropriate annual financial statement.

* When submitting a Consolidated administrative request, you will be required to submit a
Consolidated Financial Statement, which consists of data for each property as well as
data for the owning entity. Review details of Consolidated statements in the Introduction
prior to requesting a Consolidated administrative request.

NOTE: Sometime in the near future, this procedure will be amended to
discontinue the protocol with REAC, in that, the Office of Asset
Management does not have waiver authority. Changes to this section will
be posted on the REAC website at the appropriate time under “What's Hot”.
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To request an electronic Waiver of an annual financial statement for a
Single property:

1. Access the Select An Option screen. Click on the Request Waiver link. The Enter the
Fiscal Year End (FYE) Date for Owning Entity screen displays.

Annual Financial Statement

Electronic Submission w
U.S. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date example; T2/3172000

Continue

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.

3. Click on the G button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Ieaae select an owner ﬂ

Continue

4. Click on the drop-down arrow and select the appropriate Owning Entity.
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5. Click on the G button. The Select a Property screen displays.

Annual Finandial Statem &t

Electronic Submission w
U5, Department of Housing and Urban Develapment tw

Real Estate Assessment Center (REAC])

Select a Property

Flewse select @ property -

Thresheld for Ampmal Expendimres

Please ==lact a threshald -

[

6. Select a property associated with the Owning Entity from the drop-down menu.

7. Select a threshold, if the Threshold for Annual Expenditures drop-down list displays.

NOTE: If your FYE is 12/31/2003 or prior, |p|ease select a threshold j
then the drop-down list will display:

Flease select a threshald
|Greater than or egual to 33001 annuall:

If your FYE is 01/01/2004 or later, then the
drop-down list will display:

E-F'IE' lect a threshold
The Threshold for Annual Expenditures Less than $500kK. annually
drop-down list is only available for entities iGreater than or equal to $500K annually

that are Non-Profit. It must be reselected

each time, regardless of whether the user is creating a new AFS data record, or modifying
an existing record.

8. Click on the G button. The following message displays:

@ WARNING!

You are about to create the template for a single statement. When multiple HUD projects share a single T ax
|dentification Number, owners have the option of submitting a single audited statement for each project, or a
consolidated audited statement covering all projects as well as an entity-level financial statement covering all financial
activities conducted under the T ax [dentification Murmber,

Once a single statement iz created, you canthot go back and change it to a consolidated project statement.

If pou select the wiong type now, you will not be able to change it later. Are you sure you want to create a single
statement?
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9. Select the | button to continue with the waiver request.

The following Verify AFS Waiver Request Criteria screen displays:

Annual Financial E‘_ntatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Verify AFS Waiver Request Criteria

Organization The Yillage Mon-Prafit Housing Corp. (Type 5)
Tax ID 8858535385

Mortgagor Type Mon-P rofit

Legal Structure Corporation

Type of Submission Cwner Certified W
Federal Award Threshold Greater than or equal to $300K annually

Property Name FHA/Contract Number [M2M | Distribution Allowed Date From | Date To
THE “ILLAGE (1) 0a0TCEA1 LTD 0140142003 | 1243172003

Do not continue if infarmation is incorrect or missing from these fields,
Contact the appropriate HUD field office representative ta repart any discrepancies.
Return to Main Menu

Submission Criteria Verification Yes No
Hawe you verified that your Type of Submission (e, Owner Certified, A-133

or 1 2000047 listed or selected above is the type of submission you intend | ® | O
to submit?

Have you verified that the Tax D listed above is your correct Tax [D? ® O
Hawe you verified that all of the HUD related properties listed above are ® o
correct? T
Have you verified that the Federal Award Threshold is correct (if ® O
applicable)? i
Have you verified that the Mortgagor Type listed above is correct? ® O
Hawe you verified that the Legal Structure listed above is correct? ® O
Have you verified that the M2M Indicator listed for all the HUD related ® O
properties above is correct {if applicable)? i
Have you verified that the Distribution Allowed Indicator listed for all the ® o

HUD related properties above is correct (if applicable)?
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10. Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Waiver Request Criteria screen is incorrect. If the user answers No
to any of the seven questions in the Submission Criteria Verification section, an
error message displays.

Annual Financial E_.tatem ant . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create an administrative request record.
Please contact your HUD Project Manager to get the necessary information
corrected. If the information is correct, please make sure you select "Yes' for
all items on the checklist.

Back

Until the user verifies the information and changes the verification to Yes, they cannot
continue with the AFS waiver request process.

The AFS Waiver Request screen displays. (next page)
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Annual Financial E_.tatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Waiver Request

Crganization The Yillage Mon-Profit Housing Corp. (Type 9)

Tax ID B358583355

Type of Submission Crwner Certified
Property Name FHA/Contract Number Date From Date To
THE “ILLAGE (1) Q50TCAR1 01012003 123172003

Reason for the Request:

Data mwust he entered into the fields with a red ¥
next to them.

Contact Information

. * . *
First Name |F irst Last Name |LﬂSt

Phone Number 123-—455-7890 E i
- - Xtension
e.g. 333 2345578 |

Submit Regquest Cancel |

"Indicates re gquired mformation

11. Update the Reason for the Request text box. An explanation must be entered in this field
prior to submitting the request. Be certain that information is entered in the Contact
Information fields that have a red asterisk next to them. An error message displays if data is
missing from the AFS Waiver form.
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12. Click the [__Submit Request |, ;110

A screen displays informing the user that the waiver request has been successfully

submitted.

Annual Financial Statem ent

Real Estate Assessment Center (REAC)

Electronic Submission W
U.S. Department of Housing and Urban Development ‘v

Your Waiver Request for

Project Name FHA/Contract Number Date From

THE *ILLAGE (1) 0a0TCES1 01,/01/2003

has been successfully submitted!

FASSUE Main Menu

zREALC Financial Azsessment for FHAME Housings

Cornrnents or Queshions =REAT Technical Assistance Center:

Date To
1243172003
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To request an electronic Waiver of a Combined annual financial
statement:

1. Access the Select An Option screen. Click on the Request Waiver link. The Enter the
Fiscal Year End (FYE) Date for Owning Entity screen displays.

Annual Financial Statement

Electronic Submission W
U.S5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date exarmpls: 12/31/2000

Continue

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.

3. Click on the G button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission w
U.5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Iease select an owner ﬂ

Continue
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4. Select the Owning Entity and click on the Snln button. The Select a Property

screen displays.

Annual Financial Statement

Electronic Submission
R@

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Select a Property

Combined
020TC221 - DAVID BAREER TOWNHOTUSES COOPEEATIVE (1)
020TC222 - DAVID BARKEE TOWINHOURES COOPEEATIVE (2)
Q20TC223 - DAVID BAREEERE TOWNHOUSES COOPEEATIVE (3
020TC224 - DAVID BAREER TOWNHOUSES COOPEEATIVE (4)
020TC225 - DAVID BAREEE TOWINHOUSES COOPEEATIVE (5)

Continue

5. Select a threshold, if the Threshold for Annual Expenditures drop-down list displays.

NOTE: If your FYE is 12/31/2003 or prior, |F'|eage select a threshold j

then the drop-down list will display: Flease select a threshold
(Sreater than or equal to $300K. annuall:

If your FYE is 01/01/2004 or later, then the

drop-down list will display: |F'Iease select a threshold j
T T ——

Less than $500K annually

Greater than or equal to $500K annually

The Threshold for Annual Expenditures
drop-down list is only available for entities
that are Non-Profit. It must be reselected
each time, regardless of whether the user is creating a new AFS data record, or modifying
an existing record.
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Continue

6. Click on the
displays.

button. The Verify AFS Wavier Request Criteria screen

Annual Financial Statem ent
Electronic Submission

U.5. Department of Housing and Urban O
Real Estate Assessment Center (REAC)

=

Verify AFS Waiver Reques! Criteria

Orgamization DANVID BARKER TOWMROUSES COOP, BC. (Type 1)
Tax ID BERREEEE
Martgagar Type ther
Legal Structare Cooperalie Comporation
Ty of Submitesdon Audited Submission 1YW IG Handbook 2000.04
Federal Award Thieshold LI
Propemy Hume FHA Camract Humber MZM Date From  Date To
Combined Statemant O 03 | 120500003
DaMID BARKER TOWRHOLISES -
COOPERATIVE (1) 00Tz 01012003 | 120342003
DD BaRHER TOWMMHOLISES .
COOPERATIVE 2} 0z0TCER 01012003 | 12734,2003
DaNID BARKER TOWMMHOILSES .
COOPERATIVE () 0z0TCE 0102003 | 1230,.2003
DAMID BARKER TOWMHOLISES - -
COOPERATIVE id) 20TEZ24 02003 | 12030200
L=l BARWER TOMRIROLISES -
COOPERATIVE i) IAOTEX2S DAD2003 | 12302003

Cio mod continue i inforation is incomect or missng from thase fizlds
Contact the approprate HUD field office represerdatios Lo reper any discrepancies

Returm to Main Menu

Submission Criteria Verification TYes Mo

v you venfied that your Type of Submission f.e. Cwner Cerified, A-133
ar Kz 2000 04) Bsted or selected abowve is the toe of submission youintend © @

o submit?

Harve yiou verfied that the Tax ID listed abowe i youwr comect Tax IDF £ |
Harve you vernified that all of the HUD related properies isted above are ~ | g
cormect?

Hanve yiow verfied that the Federal Award Threshokd is comeact {if e
applicable}?

Harve you verified that the Mortgagor Type listed abovs is comect? £ |[ o
Have you venhed thal the Lagal Structure listad abowe 15 comect? =
Hiarve yol venihed that the M28 indicator ksted for all the HUD ralatad ~ | e

propeies above is comact [if applicable)?

Conbrug
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7. Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Waiver Request Criteria screen is incorrect. If the user answers No
to any of the seven questions in the Submission Criteria Verification section, an
error message displays.

Annual Financial E‘_ntatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create an administrative request record.
Please contact your HUD Project Manager to get the necessary information
corrected. If the information is correct, please make sure you select "Yes' for
all items on the checklist.

Back

Until the user verifies the information and changes the verification to Yes, they cannot
continue with the waiver request process.
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ADMINISTRATIVE REQUESTS ASSOCIATED WITH
AFS SUBMISSION PROCESS

8. Click on the button to submit the Waiver request. The AFS Waiver Request
screen displays. (next page)

Anmual Financial Statem snt o
Electronic Submission

1I.S. Department of Housing and Urban Development
Real Estate Assessmant Center [REAC)

AFS Waiver Request

O ganizatian LAVl BaRKER TOWYNHLDUSES CODE NG, (Type J)
Tax ID EeSgEEaEE2
Type of Submission Aydited Submizsion AW 1G Handbook 2000.04
Proparty Hama FHA Contract Humber Date Fram | Date Te
Cambimed Sialermienl N, LA A | 14030 200
Da%0 BARKER TOWHHOUSES - P P
CODPERATIVE (1) AT O 01 LA | A1 RAE
L0 BARKER TOWYRHDLISES - . .
COOPERATIVE [2) 020TCz22 01172003 | 12312003
Lax0 BARKER TCWWMHOLUSES - ;
COOPERATIVE (3) OA0TC223 01401/2003 | 123172003
DAMD BARKER TOWHHOUSES LLANTC A2 001 LA | A RA

CODFERATIVE (d)

DAID BARKER TOWNHOUSES o —
COOPERATIVE (5) 020TC225 01/01/2003 | 12/31/2003

Reason for the Request:

Enter dats into the fislds chat hevs a red * nexc
Eo Ehem,

Contact Information

First Hame Firs=t Last Mame |L.ul:
Phone Humber 139486 THG ; | .
&, 223 P24EETE - TEE Extension

Submit Reguest Cancel |

Indicates requred miormation
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ADMINISTRATIVE REQUESTS ASSOCIATED WITH
AFS SUBMISSION PROCESS

9. Update the Reason for the Request text box. An explanation must be entered in this field
prior to submitting the request. Be certain that information is entered in the Contact
Information fields that have a red asterisk next to them. An error message displays if data

is missing from the AFS Waiver form.

10. Select the [_SURMEREGUESt |, ion. A screen displays informing the user that the
waiver request has been successfully submitted.

Annual Financial Statem ent i i
Electronic Submission W
U.S. Department of Housing and Urban Development M
Real Estate Assessment Center (REAC)
Your Waiver Request for
Project Name FHA/Contract Number |Date From | Date To
Combined Staterment
DAYID BARKER TOWRNHOUSES COOPERATIVE
() 01/01/2003 | 1243172003
DAYID BARKER TOWRNHOUSES COOPERATIVE o0TCI2 01/01,2003 112312003
gz0TC222 01/01/2003 | 1243172003
DAYID BARKER TOWRNHOUSES COOPERATIVE o0TC273 01/01,2003 112312003
020TC224 01/01/2003 | 1243172003
DaAYID BARKER TDWNH?USES COOPERATIVE o0TCI75 01/01,2003 112312003
DAYID BARKER TOWRNHOUSES COOPERATIVE
(5)
has been successfully submitted!
FASSUE Main Menu
=REAC Financial Assessment for FHAME Housing=
Comments or Questions =REAL Technical Assistance Center>
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Requesting an electronic Waiver of a Consolidated annual financial

statement:

1. Access the Select An Option screen. Click on the Request Waiver link. The Enter the

Fiscal Year End (FYE) Date for Owning Entity screen displays.

Annual Financial Statement

Electronic Submission
R@

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date example; T2/3172000

Continue

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.

3. Click on the Sl button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission
R@

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Iease gelect an owner ﬂ

Continue
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Continue

4. Select the Owning Entity and click on the button. The Select a

Property screen displays.

anrnual Finanzial Statem ant

Electronic Submission

U5, Departmant of Housing and Urban Development t%

Real Estate Assessment Center (REAC)

Select a Property

IF'I.:-a:: selac! & properly '|

Threshold for Anmwal Expendstmes

Please salect a threshold

Canlinug

5. Select a threshold, if the Threshold for Annual Expenditures drop-down list displays.

NOTE: If your FYE is 12/31/2003 or prior, |p|ease select a threshold j
then the drop-down list will display:

Flease select a threshald
|Greater than or egual to 33001 annuall:

than

If your FYE is 01/01/2004 or later, then the
drop-down list will display: |F'Iease select a threshold j
‘Ple elect a threshold E
The Threshold for Annual Expenditures Less than $500K annually
drop-down list is only available for entities isreater than or equal to $500K annually

that are Non-Profit. It must be reselected

each time, regardless of whether the user is creating a new AFS data record, or modifying
an existing record.

6. Click on the S button. A JavaScript message below will display. This

message alerts the user that they are going to be creating multiple templates for a
Consolidated submission.

@ WEARNING!

“r'ou are about to create the template for & consolidated statement. 'when multiple HUD projects share a single Tax
|dentification Mumber, owners have the option of submitting a single audited statement for each project. or a
consolidated audited statement covering all projects and the overall ownership entity. The templates for a consolidated
subrnisgion require the entry of financial statement data on each HUD project, ag well as an entity-level financial
statement covering all financial activities conducted under the owner's Tax [dentification Mumber.

Once a conzolidated statement iz created, you cannot go back and change it to a single project statement.

If you select the wiang type now, you will not be able to change it later. Are you sure vou want to create a consolidated
statement?

Cancel
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7. Click on the button to continue.

The Verify AFS Waiver Request Criteria page displays.

Annual Financial E_tatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Verify AFS Waiver Request Criteria

Organization HARDEM & WEANER, A PARTNERSHIF (Type 1)

Tax 1D 558333551

Mortgagor Type Profit Motivated

Legal Structure Limited Partnership

Type of Submission Audited Subrmission AW G Handbook 2000.04

Federal Award Threshold MAA

Property Name FHA/Contract Number |M2M | Date From Date To
Consolidated Statement 01011995 | 1273111995

HARDEM AFPARTMEMNTS (1) 0107111 01/01/41995 | 1273171995
WEAVER APARTMENTS (2) moTC112 010141995 | 1243171995

Do not continue if information is incorrect or missing fram these fields.
Contact the appropriate HUD field office representative to report any discrepancies.
Return to Main Menu

Submission Criteria Verification Yes Mo

Have you verified that your Type of Submission (e, Owner Certified, A-133
of 1G 2000.04) listed or selected above is the type of submissionyouintend | © &

to subrmit’?

Have you verified that the Tax D listed above 15 your correct Tax D7 | =
Have you verified that all of the HUD related properties listed above are -~ @
correct?

Have you verified that the Federal Award Threshold is correct (if ~ &
applicable)?

Hawve you verified that the Mortgagor Type listed above is correct? SO
Have you verified that the Legal Structure listed above is correct? ARG
Have you verified that the M2M Indicator listed for all the HUD related ~ e

properties above is correct (if applicable)?

Continue
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8. Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Waiver Request Criteria screen is incorrect. If the user answers No
to any of the seven questions in the Submission Criteria Verification section, an
error message displays.

Annual Financial E‘_-tatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create an administrative requestrecord.
Please contact your HUD Project Manager to get the necessary information
corrected. If the information is correct, please make sure you select "Yes' for
all items on the checklist.

Back

FASSUEB Main Menu

<REALC Financial Assessment for FHAME Housings=

Cornrments or Questions_ < REAC Technical Assistance Genters

Until the user verifies the information and changes the verification to Yes, they cannot
continue with the AFS waiver request process.
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9. Click on the button. The AFS Waiver Request screen displays.

Annual Financial E_tatem ent . .
Electronic Submission

U.S5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Waiver Request

COrganization HARDEM & WEAWVER, A PARTHNERSHIF (Type 1)
Tax 1D 283355531
Type of Submission Audited Submission 1AW |G Handbook 2000.04
Property Name FHA/Contract Number Date From Date To
Consolidated Statement A4, 01/0141995 1273141995
HARDEMN ARPARTMEMNTS (1) o0TC1 11 01/01/1995 12/31/1895
WEAVER AFPARTMENTS (2) MOTC11Z 01/01/1995 12/31/1895

Reason for the Request:

Fields that hawve a red * next to them are Redquired
fields.

Contact Information

. #* . #*
First Name |F11f5t Last Name |L*515t
Phone Number’ 123—455-7590 E i
xtension
e.g. 333 2345678 |

Submit Request Cancel |

“Indicates re gquired mformation

FASSUB Main Menu

<REAL Financial Assessment for FHAME Housing=

Comments or Cuestions <REAT Technical Assistance Centors
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Enter an explanation in the Reason for the Request text box. An explanation must be entered in
this field prior to submitting the request. Be certain that information is entered in the Contact
Information fields that have a red asterisk next to them. An error message displays if data is
missing from the AFS Waiver form. See sample message below:

L] E You must enker your First Mame,
L

11. Click on the [__2umitfzavest | )\t to submit the request for processing by REAC. A
screen displays informing the user that the waiver request has been successfully submitted.

Annual Finaneial E_tatem ant

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Your Waiver Request for

Project Mame FHA/Contract Number Date From Date To
Consolidated Staterment 01/01/1995 12/3141995
HARDEM ARPARTMEMTS (1) @oTC111 a1/01/1995 12/31/1995
WEAYER APARTMENTS () maTC112 a1/01/1995 12/31/1995

has been successfully submitted!

FASSUB Main Menu

zREAL Financial Assessment for FHAME Housings

Corarments or Questions < REAC Technical Assistance Centers
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